State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Senior Accounting Officer (Supervisor) 0252-4569-501 50003403 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant DFS/GAB/Cash Receipts Section

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[] Supervisory [] Lead Person Ron Ingle Accounting Administrator Il

APPROVED BY (Personnel Analyst's Name) DATE

BLS 01/18/12
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under general direction of the Chief of the Governmental Accounting Office, the Senior Accounting
Officer (Supervisor) is responsible for planning, scheduling, staffing, technical assistance, training,
and reviewing completed assignments of staff in the Cash Receipts Section.

ESSENTIAL FUNCTIONS

This position requires that the incumbent have a thorough knowledge and understanding of State
accounting procedures and processes, as well as DWR policies, processes, and systems. The
incumbent must be able to work well with multiple levels of personnel and be able to communicate
effectively and clearly. In addition, this position requires maintaining consistent and regular
attendance as well as the ability to exercise good judgement. The specific essential duties are:

55% Supervise and direct all activities of the section which include planning, staffing, scheduling,
providing technical assistance, and reviewing completed assignments of staff engaged in:
analyzing account transactions, recognizing errors, and determining the corrective action to be
taken on incorrect accounts; inputting all cash receipts into SAP and clearing invoices; preparing
bank deposits, preparing remittance advice for all abatements, reimbursements, revenue and
operating revenue collected by the Department; analysis and reconciliation of the State Controller's
Office cash tape to the cash accounts in SAP; researching and resolving receipting and remitting
problems; responding to inquiries from the State Controller's Office, State Treasurer's Office, and
department staff; reconciling the Water Resources Revolving Fund; clearing items in the Uncleared
Collections account; and accessing and receipting of wire transfers sent by the Bank of America.

15% Make recommendations to Department's management on policy and procedural problems.
Conduct meetings and coordinate new procedures with appropriate accounting, engineering, and
legal staffs. Recruit, train, monitor progress, and review staff. Provide training and career
development counseling. Provide equipment and materials, and maintain files.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Ron Ingle >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Senior Accounting Officer (Supervisor) 0252-4569-501 50003403 1
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Vacant DFS/GAB/Cash Receipts Section
Pe_rl_?ﬁlrg of Activity
10% Develop and maintain documentation of all methods and procedures required to perform the
assigned functions of the Cash Receipts Section, and the Department's accounting and reporting
responsibilities.
10% Contributes to resolution of problems and assists in completing workload.
10% Resolve assigned help-desk tickets relating to cash. Maintain SAP custom developed programs

designed for the remittance process and processing of the SCO cash tape. Assist in on-going
development of the SAP system.

SPECIAL REQUIREMENTS

Incumbent must possess a knowledge of SAP which includes: an understanding of the
relationship between customer accounts and reconciliation accounts; an understanding of SAP
coding elements (i.e., cost objects, business areas, funds, and accounts) and how they are used to
transact the business of the department; an understanding of the remittance process and the
remitting program; and an understanding of the integration between the different modules of SAP.
Must have the ability to operate an electronic calculator and the ability to use a computer and
keyboard.
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15%
	activity: POSITION SUMMARY
Under general direction of the Chief of the Governmental Accounting Office, the Senior Accounting Officer (Supervisor) is responsible for planning, scheduling, staffing, technical assistance, training, and reviewing completed assignments of staff in the Cash Receipts Section.

ESSENTIAL FUNCTIONS
This position requires that the incumbent have a thorough knowledge and understanding of State accounting procedures and processes, as well as DWR policies, processes, and systems.  The incumbent must be able to work well with multiple levels of personnel and be able to communicate effectively and clearly. In addition, this position requires maintaining consistent and regular attendance as well as the ability to exercise good judgement.  The specific essential duties are:

Supervise and direct all activities of the section which include planning, staffing, scheduling, providing technical assistance, and reviewing completed assignments of staff engaged in: analyzing account transactions, recognizing errors, and determining the corrective action to be taken on incorrect accounts; inputting all cash receipts into SAP and clearing invoices; preparing bank deposits, preparing remittance advice for all abatements, reimbursements, revenue and operating revenue collected by the Department; analysis and reconciliation of the State Controller's Office cash tape to the cash accounts in SAP; researching and resolving receipting and remitting problems; responding to inquiries from the State Controller's Office, State Treasurer's Office, and department staff; reconciling the Water Resources Revolving Fund; clearing items in the Uncleared Collections account; and accessing and receipting of wire transfers sent by the Bank of America.

Make recommendations to Department's management on policy and procedural problems. 
Conduct meetings and coordinate new procedures with appropriate accounting, engineering, and legal staffs.  Recruit, train, monitor progress, and review staff.  Provide training and career development counseling.  Provide equipment and materials, and maintain files.
	classification: Senior Accounting Officer (Supervisor)
	appointee: Vacant
	dwr position number: 0252-4569-501
	sap personnel no: 
	sap position number: 50003403
	division: DFS/GAB/Cash Receipts Section
	mcr: 1
	percent 2: 10%



10%

10%
	activity2: Develop and maintain documentation of all methods and procedures required to perform the assigned functions of the Cash Receipts Section, and the Department's accounting and reporting responsibilities. 

Contributes to resolution of problems and assists in completing workload.

Resolve assigned help-desk tickets relating to cash.  Maintain SAP custom developed programs designed for the remittance process and processing of the SCO cash tape.  Assist in on-going development of the SAP system.


SPECIAL REQUIREMENTS
Incumbent must possess a knowledge of SAP which includes:  an understanding of the relationship between customer accounts and reconciliation accounts; an understanding of SAP coding elements (i.e., cost objects, business areas, funds, and accounts) and how they are used to transact the business of the department; an understanding of the remittance process and the remitting program; and an understanding of the integration between the different modules of SAP.
Must have the ability to operate an electronic calculator and the ability to use a computer and keyboard.

	supervisor name: Ron Ingle
	employee name: 


